Two-thirds  of  the  companies  represented  by  Readers  Panel  members 
have  expense-control  programs  in  effect.  One  company's  work- 
simplification  program  has  saved  thousands  of  dollars. 

The  majority  named  two  m^ain  areas  to  watch:  office  supplies  and 
telephone  usage.  Overtime  and  telegrams;  reduction  in  the  work 
force  and  travel  expense;  and  wasted  effort  and  postage  costs 
were  mentioned  freguently,  in  that  order. 

Recognizing  the  need  for  economy,  office  women  have  buckled 
down  to  stop  leaks.  Evidence  of  their  cooperation:  the  first  34 
survey  replies  listed  125  corners  to  cut.  (After  that  we  stopped 
counting  and  started  gloating.)  Ways  to  save  appear  inside;  other 
budget-balancers  will  follow. 

This  realistic  attitude  must  be  rewarding  to  the  bosses  who  enlisted 
their  aid.  It  also  indicates  that  management  men  who  overlook  the 
distaff  side  in  an  economy  drive  may  be  shortchanging  themselves. 
Take,  for  example,  the  firm  mentioned  by  a  panelist  who  is  secretary 
to  the  president.  Her  company  has  an  expense-control  program 
covering  payroll  expense,  telephone  charges,  expense  accounts, 
and  punctuality. 

She  wrote:  'Tn  our  company,  women  employees  have  little  stature. 
The  female  outlook  is  not  sought,  nor  appreciated  if  a  suggestion 
is  made.  So,  until  a  change  in  management  occurs,  women  just 
have  to  go  along  with  present  policy. 

"Because  no  woman  in  the  company  has  any  area  of  responsibility, 
there  is  little  or  no  opportunity  to  take  an  active  part  in  the  expense- 
reduction  program  other  than  to  follow  the  dictates  of  policy." 

She  continued,  "So  you're  asking.  Why  do  women  stay  with  this 
company?'  The  obvious  answer  is  that  the  company  has  to  pay 
above  scale  rates,  which  it  does." 


(or  thereabouts!) 


CopyriKht. 

The  Daitnell  Corporation 


Office  Woman  of  the  Month — 
Tells  10  Ways  to  Reduce  Overhead 


1.  Keep  healthy  and  follow  office  safety  rules. 

It's  a  fact  that  women  lose  more  time  from  work 
than  men.  Lost-time  pay  and  Workmen's  Compen¬ 
sation  claims  cost  companies  much  money. 

2.  Carefully  screen  magazine  subscriptions  and 
memberships  at  renewal  time. 

Are  the  magazines  still  useful;  are  they  read?  Are 
the  memberships  worthwhile? 

3.  Cut  down  on  travel  expense. 

Use  compact' cars  when  renting  cars  on  company 
business;  rates  are  cheaper.  Use  "coach"  for 
train  travel,  "tourist"  for  plane  travel.  Use 
"minimum  rate"  hotel  accommodations. 


4.  Periodically  check  your  telephone  eguipment. 

Every  buzzer,  "hold"  button,  and  extension  costs 
additional  money  each  month.  We  found  that 
many  such  extras  could  be  deleted  with  little  or 
no  effect  on  overall  efficiency. 


5.  Make  your  personal  phone  calls  at  home. 

6.  Keep  all  office  machines  clean  and  in  good  repair. 

It's  less  expensive  to  repair  and  renovate  periodi¬ 
cally  than  to  buy  new  eguipment.  For  example,  an 
electric  typewriter  can  be  overhauled  and  re¬ 
painted  for  about  $50  as  against  $650  for  a  new 
machine. 


Mrs.  Vivian  S.  Rams,  CPS,  is  secretary  to  Charles 
E.  Crowley,  director  of  industrial  relations.  The  Martin 
Company,  Middle  River,  Maryland.  She  joined  the 
missile  and  electronics  manufacturer  in  1953  as  secre¬ 
tary  to  the  general  employment  manager  and  became 
Mr.  Crowley's  secretary  a  year  later.  Previously,  she 
worked  for  the  Wage  and  Hour  Division  of  the  United 
States  Department  of  Labor  in  Baltimore  for  8  years. 

Vivian  attended  the  Baltimore  Institute  for  a  year 
while  working  at  Western  Electric.  After  three  months, 
she  taught  Stenotypy  and  typing  at  the  business 
college.  She  took  the  CPS  study  course  and  other 
business  subjects  while  attending  the  University  of 
Baltimore  evening  school  for  18  m^onths. 

In  1960,  she  passed  the  Certified  Professional  Sec¬ 
retary  exam.ination,  sponsored  by  The  National  Secre¬ 
taries  Association  (International).  Vivian  had  joined 
Monumental  Chapter  of  NS  A  in  Baltimore  in  1958. 
She  edited  the  chapter  bulletin,  "Margin  Release," 
for  one  year;  served  as  workshop  chairman  in  1961, 
and  is  now  vice  president. 

Vivian  and  her  husband,  V.  Henry  Rams,  live  in 
Fullerton,  Maryland.  He  is  a  corporate  insurance 
specialist  at  Martin.  Their  hobby  is  auto  travel.  They 
have  made  three  trips  to  Mexico,  several  to  Florida, 
and  have  visited  the  West  Coast  and  Canada. 

Vivian's  enthusiasm  and  interest  in  her  work  are 
shown  in  her  response  to  the  Readers  Panel  survey 
on  cutting  office  costs.  She  listed  the  following  ways 
to  reduce  overhead: 


7.  If  buying  an  electric  typewriter,  buy  the  new 
compact  electrics;  they  cost  about  one-third  as 
much  as  the  larger  electrics,  and  are  just  as  good. 

8.  It  is  sometimes  cheaper  in  the  long  run  to  rent 
office  eguipment  than  to  buy  it. 

9.  Watch  those  office  supplies. 

Learn  to  cut  a  good  stencil  and  Ditto  master. 
Stencils  and  masters  cost  money;  e.g.,  one  Ditto 
master  costs  about  8  cents. 

Learn  to  make  neat  erasures  or  use  the  new  white 
liquid  or  paper  coverup  for  errors.  Much  time 
and  stationery  can  be  saved  by  typing  each  item 
once  instead  of  over  and  over. 

Learn  to  operate  reproduction  machines  such  as 
Verifax  and  Thermo-Fax  efficiently.  Each  Verifax 
master  costs  about  8  cents.  Reproduce  only  the 
actual  number  of  copies  required. 

Don't  use  quality  bond  paper  for  scratch  papier. 
Cut  up  and  use  the  reverse  of  obsolete  forms  for 
scratch  paper. 


10.  Plan  your  time  and  work  to  cut  out  expensive 
overtime  pay. 


i 


the  job  you  save  may  be  your  e 


What’s  New  in  Business 


New  Communications  Services 


American  Telephone  and  Telegraph  now  appoints 
account  managers  to  work  full  time  with  large  busi¬ 
ness  customers.  Object:  See  that  the  client  gets 
suitable  communication  services  guickly. 

Wide  Area  Telephone  Service  benefits  customers 
who  make  many  long-distance  calls  to  a  number  of 
points.  The  customer  gets  a  special  "access"  line 
connected  to  a  nationwide  dialing  network.  He  can 
make  as  many  calls  as  he  likes  within  a  selected  wide 
area,  for  a  fixed  monthly  charge. 


Telpak  is  for  customers  who  send  volumes  of  com¬ 
munications  between  specific  points,  via  telephone, 
teletype,  telephoto,  facsimile,  etc.  The  customer  is 
given  a  communications  "highway,"  divided  into 
lanes  or  channels.  The  system  compares  with  pri¬ 
vately  owned  microwave  systems. 


Data-Phone  service  is  growing.  This  makes  it  possi¬ 
ble  to  interconnect  business  machines  by  dialing  a 
regular  phone  call.  Some  1,100  Data-Phones  are  in  use. 


This  year,  new  switchboards  and  compact  consoles 
are  on  the  market,  plus  several  kinds  of  automatic 
dialing  devices,  and  an  improved  Speakerphone  for 
hands-free  telephoning. 


"Bellboy"  service,  in  18  cities,  enables  a  person 
away  from  his  phone  to  hear  a  signal  in  a  pocket-radio 
receiver.  The  signal  means,  "Please  call  in  for  a 
message." 


Portable  Calculator 

General  Industrial  Company,  1760  Montrose  Ave¬ 
nue,  Chicago  13,  Illinois,  makes  a  10-key,  manual 
machine  that  adds,  subtracts,  multiplies,  and  divides. 
The  calculator  weighs  6  pounds,  fits  into  a  briefcase 
or  desk  drawer. 


Personal  Shorthand  System 

For  those  who  don't  take  shorthand,  Gregg  has 
developed  Notehand  for  making  notes  fast  and  accu¬ 
rately.  The  320-page  instruction  book,  Gregg  Note- 
hand,  costs  $5.95.  It  can  be  ordered  from  McGraw- 
Hill  Book  Company,  Inc.,  330  West  42nd  Street, 
New  York  36,  New  York. 


Instant  Spelling 

Spelling,  hyphenation,  and  word  division  still  puz¬ 
zle  many  otherwise  efficient  workers.  To  meet  this 
need.  Career  Institute,  30  East  Adams  Street,  Chicago 
3,  Illinois,  has  published  Instant  Spelling  Dictionary. 
The  pocket-size  timesaver  contains  more  than  25,000 
words  spelled,  divided,  and  accented.  The  book  is 
sold  at  bookstores  or  direct  for  $2. 


Read  Faster  and  Retain  Better 

As  paperwork  increases,  so  does  the  need  to  read 
more  efficiently.  The  Better  Reading  Program,  Inc., 
230  East  Ohio  Street,  Chicago  11,  Illinois,  which  con¬ 
ducts  courses  to  increase  reading  speed,  offers  a 
reading  kit  for  $14.95.  A  deluxe  version  with  adult 
and  junior  reading  materials  costs  $16.95. 

Where  There’s  a  Will,  There’s  a  Way 

When  one  secretary's  boss  held  a  late  conference 
with  important  visitors,  he  asked  her  to  serve  coffee. 
One  of  the  men  said  that  he  preferred  milk.  The 
secretary  made  coffee,  then  hastened  to  the  cafeteria 
for  milk,  but  the  dining  room  was  locked.  What  to  do? 
She  got  the  janitor  to  saw  off  the  padlock,  and  dashed 
back  to  her  boss's  office  with  several  cartons  of  milk. 

"Where  there's  a  will,  there's  a  way"  is  the  slogan 
of  many  white-collar  girls.  If  you  recall  an  incident 
where  it  was  necessary  to  use  initiative,  why  not  enter 
it  in  the  Bulletin  contest  on  this  subject? 

Write  your  entry  in  250  words  or  less,  typewritten 
and  double-spaced.  Show  your  name,  position,  com¬ 
pany  name  and  address,  and  mail  your  letter  to  the 
editor  at  the  address  on  the  back  page.  September  30, 
1961,  is  the  deadline. 

The  winner  will  receive  a  gold  "From  Nine  to  Five" 
pin,  and  each  contestant  will  get  a  new  Dartnell 
booklet  for  office  women. 


FROM  NINE  TO  FIVE 


By  Jo  Fischer 


"Well!  I  see  the  tide’s  gone  out  early  today!” 


(I 


The  Mailbag 

Introverts  and  Extroverts 

I  am  rather  quiet,  and  I  have  to  work  with  a  woman 
who  is  quite  an  exhibitionist.  Loud  talking  and  con¬ 
duct  that  is  not  considered  in  the  best  taste,  is  my 
daily  lot.  Since  I  believe  all  problems  can  be  solved 
and  that  I  may  in  some  way  be  contributing  to  this 
situation.  I'd  appreciate  constructive  suggestions  and 
criticism. — V.  M. 

Some  loudmouths  enjoy  heckling  quiet  people — 
they  can't  understand  them,  either.  It  sounds  as 
though  this  woman  is  looking  for  an  audience  and 
will  do  anything  to  attract  your  attention.  You  can 
humor  her  by  laughing  at  her  antics.  Be  more 
friendly,  and  maybe  she'll  relax. 

On  the  other  hand,  she  may  not  realize  how  loud 
she  is.  You  can  get  the  point  across  by  asking  her  for 
an  aspirin  and  explaining  that  you  have  a  headache. 


If  being  subtle  doesn't  work,  you  might  adopt  the 
tactics  of  one  office  woman.  She  kidded  a  loud  talker: 
"How  about  keeping  it  down  to  a  mild  college  yell?" 
and  suggested  getting  a  soundproof  booth  for  his 
desk.  He  calmed  down. 


Nipping  Gossip  in  the  Bud 

How  does  a  company  solve  the  problem  of  office 
gossips?  Our  gossipers  have  caused  several  of  our 
best  girls  to  quit,  because  the  talk  became  unbearable 
for  them. — C5.  B. 

Gossip  can't  flourish  unless  people  listen  to  it.  A 
woman  lecturer  suggested  several  ways  to  discourage 
gossip:  (1)  Pin  the  talker  down.  "V/ho  said  that?" 
"V/here  did  she  get  her  information?"  "Can  you 
prove  it?"  (2)  Take  the  gossiper  by  the  arm  and  say, 
"Let's  go  over  and  ask  Soandso  right  now  if  this  story 
about  her  is  true."  (3)  Humor  is  a  good  weapon: 
"Gossips  remind  me  of  blotters.  They  soak  everything 
up — and  get  it  all  backwards." 


FROM  NINE  TO  FIVE 


By  Jo  Fischer 


"I  do  cover  it  very  carefully  every  night.  Would  it 
be  better  if  I  kept  it  covered  all  day,  too?" 


Secretary  Is  in  the  Middle 

My  boss  is  conscientious,  hard-working,  and  tends 
strictly  to  business.  She  is  also  shy  and  retiring.  How 
can  I  offset  unkind  remarks  by  jealous  supervisors 
and  yet  be  friendly  with  them?  This  keeps  me  in  the 
middle,  since  their  work  and  mine  are  closely 
related. — L.  1. 

Loyalty  to  your  boss  is  a  requisite,  and  so  is  getting 
along  with  your  associates.  Some  employees  handle 
this  by  doing  a  press-agent  job  for  their  bosses.  The 
women  make  a  point  of  talking  about  the  volume  of 
work  their  bosses  handle,  praising  their  good  quali¬ 
ties,  and  telling  the  nice  things  their  bosses  have  done 
for  them.  If  you  build  up  your  boss,  you'll  make  it 
difficult  for  others  to  tear  her  down. 

Sincerely, 

Marilyn  French,  Editor 


If  you  have  a  question,  we'll  be  glad  to  answer  it. 


Issued  S-lij-Gl 


